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Together, we will RISE 

 
Parents have a duty to ensure that their children receive an appropriate education. Parents 
who have chosen to send their children to Kempsford Church of England Primary School are 
asked to sign a Home School Agreement, indicating they will do their best to ensure their 
children attend school regularly. 
 
A school year for a child is 38 weeks = 190 days 
 

100% attendance  = 190 days = no sessions are missed 
95% attendance = 180 days = 2 school weeks missed 

90% attendance = 171 days = 3 school weeks and 4 days 
 

If a child averages 90% attendance over the course of Yr1 to Yr6, the child would have 
missed almost 23 weeks of school education, this amounts to approximately a third of a 
school year.  
If a child averages 90% attendance over the course of Yr1 to Yr11 (GCSE year), the child 
would have missed over one year of education. 
 
Children are expected to attend school each day unless they are unwell or in exceptional 
circumstances, authorised by the head teacher. Attendance is measured by the number of sessions 
your child is present for. There are two sessions in each school day.  
 
Registration is taken at the start of each session, 8.45am and 1pm, to determine a child's presence for 
that half of the day. The expected level of attendance is a minimum of 97%, unless there is a long term 
illness. This allows for the occasional day or two of absence through illness, without a child falling 
behind with their work. Parents are given feedback on the level of their child’s attendance on their 
annual report, or earlier should there be a concern.   Regular checks are taken of the attendance and 
if a child’s attendance is below 97% (unless there has been a particular reason) their parent will receive 
a letter which invites them to make an appointment to discuss ways in which the school and home 
can work together to improve the child’s attendance.   
 



If attendance has not improved after the next four weekly period a further letter will be sent 
requesting a meeting and provision will be made for a governor to attend the meeting. The Local 
Authority will also be informed if attendance has fallen below 90% (see below). 

 

 

 

 
 
 

 
  

Is attendance level above 97%? 

No 

School will review child’s attendance and (if appropriate) send 

home a reminder letter about current rate of absence. This is 

known as a green letter. 

 

If attendance has NOT improved to over 97% for the next four 

week period 

 

A letter requesting a meeting to offer support and a four-week 

action plan to increase attendance will be put into place (this is 

known as an amber letter). 

If attendance falls to below 90% for the next four week period 

 

A final letter (red letter) will be sent requesting a formal 

meeting where targets will be set.  If those targets are not met 

then the LA will begin legal proceedings. 



 
Staff do their best to encourage children to attend school regularly, following up unexplained absences 
and requesting reasons from parents for these.   
From September 2019, attendance awards are presented in Celebration Assembly three times a year 
for children whose attendance is 97% or more. Children with 100% attendance will receive a head 
teacher’s award.  
The Governors at Kempsford Church of England Primary School actively promote the aims of the 
school, and recognise that children must attend school regularly if they are to make the most of the 
opportunities they have to learn and make good progress.  
 
Gloucestershire County Council discourages parents from taking their children out of school for family 
holidays. Gloucestershire County Council say, ‘It might sound ok to say your child attends school 90% 
of the time. However, this effectively means they are missing half a day of school per week. Over one 
year, this equates to a child missing 4 weeks of school. During the course of their  primary education, 
half a year of schooling will be lost’.  
 
The school evaluates attendance at least termly and is compared to national figures. These figures are 
reported termly to Governors.  Evaluation of attendance and the effectiveness of strategies to increase 
attendance forms part of an OFSTED inspection. High levels of absence will limit the ability of pupils 
to make the progress they are capable of and this will lead to the school's effectiveness being down-
graded. High attendance will lead to an increase in progress and will assist in the school reaching a 
better grading by OFSTED. 
This policy has been written after researching advice from the County and reading the Attendance 
Policies of other schools. 
 
‘Authorised’ and ‘Unauthorised’ Absence 
Unauthorised absence is when a pupil is absent from school when they should have been in school, 
or school have not been given a reason for the absence. Only the head teacher can authorise absence. 
To do this, she needs to have been informed of the legitimate reason the child was away from school. 
Illness, for example, or attending a family funeral, are legitimate reasons for a child to be absent, and 
would be counted as an authorised absence. If parents feel there are other genuine reasons to request 
absence, such as family illness, or the wedding of a close relative, these should be discussed openly 
with the head teacher, as perhaps such absence may be able to be authorised if a child’s attendance 
is normally excellent. 
Having time off for no genuine reason would be counted as an unauthorised absence.  Unauthorised 
absences would include: holidays, day trips, no-one able to provide a lift, staying home because a 
brother or sister is ill. If no reason is given for absence it will be recorded as unauthorised.   
Frequently Asked Questions 
 
What should I do if my child is unwell? 
Children should not come to school if they are obviously unwell. You must telephone the school as 
soon as you know your child will not be attending that day. You are expected to give the reason for 
absence, and indicate if it is likely your child will be absent longer than one day.  If you do not contact 
the school then you will be contacted.  If the school is unable to contact you and you have not 
contacted the school it will be assumed that the absence is unauthorised unless a legitimate reason is 
provided at a later date. 
Absence for genuine illness is always authorised. 
 
How long should my child stay home if they are ill?      
We have regularly updated detailed information from the Health Authority regarding absence periods 
related to illnesses. This gives information about the length of time children should remain home once 



symptoms are clearing. Should your child be ill with a ‘named’ illness and you would like to know when 
they may return to school, please ring the school and we will be able to tell you.  Often children are 
able to return to school sooner than you may think, provided they are well in themselves, as the 
infectious periods of illnesses vary greatly. 
If children have vomiting (due to a bug) and/or diarrhoea, it is recommended they stay home from 
school for 48 hours after the last episode. This is to ensure children are free from infection, and are 
well enough to attend school. We need to make sure that we avoid any ‘epidemics’ if we possibly can.  
If a child has been sick due to over indulgence or another reason not related to a bug it might be 
acceptable for them to return to school sooner.  
 
I need to take my child to the dentist/doctor. What do I do about them coming to school? 
Most routine appointments can be made outside of school hours. Sometimes you need to see a doctor 
more urgently, so be guided by what they say as to whether your child comes to school afterwards. 
If your child is absent due to attending a medical or dental appointment, please contact the school to 
let us know. We acknowledge that some ‘specialist’ appointments with both external school support 
services and NHS consultants are unavoidable. In these case, it will be an authorised absence. 
Requests for Holiday Absence  
 
Extract from Department of Education website published April 2013 
Amendments to the 2006 regulations Education (Pupil Registration) (England) (Amendment) 
Regulations 2013 remove references to family holiday and extended leave as well as the statutory 
threshold of ten school days. The amendments make clear that Head teachers may not grant any leave 
of absence during term time unless there are exceptional circumstances. Head teachers should 
determine the number of school days a child can be away from school if the leave is granted. 
 
Who authorises absence? 
The head teacher authorises absence, only under exceptional circumstances.  
 
What do I do if I think I have a genuine reason for having a term time holiday? 
Firstly, bear in mind that the reason which may seem good to you may not fall within those determined 
by the Regulations. There is no automatic right to go on holiday each year during term time and no 
entitlement for leave of absence for your child for a family holiday.  If you believe you do have a 
genuine reason which is an exceptional circumstance, then you need to write a letter explaining your 
reasons and return it to the head teacher via the school office. 
These regulations are that: 
Long weekends are not considered holiday, and will not normally be authorised. 
The cost of holidays, or a family’s financial situation, is not a consideration when authorising holiday 
leave of absence. This includes holidays paid for by other family members such as Grandparents. 
Parents are expected to ensure other family members are aware of these regulations. 
The child’s attendance at school during the preceding twelve weeks must be at least 96%.This means 
that requests in the Autumn Term will take attendance in the previous Summer Term into account. A 
child with 96% attendance will have had approximately half a day a week away from school in a two 
week period. Higher rates of absence are considered to be below average: a family holiday will 
contribute significantly to a child’s absence rate. 
Working parents must ensure they book their leave well in advance to ensure they can take a break 
outside of term time. Parents are expected to ensure that other family members are aware of the 
term dates if they are likely to be booking a family holiday. 
Parents who are self-employed must also ensure they organise family holidays outside of term time.  
The regulations apply equally to all parents. 
 

http://www.legislation.gov.uk/uksi/2013/756/contents/made
http://www.legislation.gov.uk/uksi/2013/756/contents/made


Please note that no holiday absences will be authorised under any circumstances during times when 
internal assessments and tests or external SATs tests or revision are being undertaken. 
 
What will happen if holiday absence is not authorised? 
The head teacher will respond to your letter within two weeks, confirming if the absence is authorised 
or unauthorised.  
At this point, you must decide if the holiday is still to be booked – the expectation is that it is not, and 
that you book a holiday during the twelve weeks of the year outside of school term dates. 
 
What if we go on holiday anyway? 
The school follows the Gloucestershire County Council policies which states that: 

If your child is absent from school for 10 sessions1 in a ten-week period, without authorisation from 
their school, we will issue a warning letter. (Unauthorised absence also includes sessions where your 
child has arrived after the school’s registration period without an acceptable reason.)  
If there are no unauthorised absences in the next 15 school days, no further action will be taken. If 
there are further unauthorised absences there will be no further warning and a Penalty Notice will be 
issued. Therefore it is vital for parents and carers to have contact with the school on the first day of 
absence. 
 
How much is the Fixed Penalty Notice? 
If the penalty is paid within 21 days, the penalty is £60.  If paid after 21 days, but within 28 days, the 
penalty is £120. The LA will not accept payment after 28 days and will, proceed to prosecution. If there 
are a further 10 sessions of unauthorised absence within a 10 week period following a ‘Fixed Penalty 
Notice’ a further ‘Fixed Penalty Notice’ could be issued without warning. 
 
What happens if we just go on holiday without requesting authorisation? 
If families go away on holiday without asking for authorisation this also counts as unauthorised 
absence, and will be treated accordingly. You will be asked to attend a meeting on your return to 
discuss the circumstances of your child’s absence. 
 
What if I say my child is ill to avoid a fine? 
If a child has been absent and a parent sends a letter saying they have been unwell and it is thought 
this is not true, you may have to attend a meeting at the school to explain your child’s absence. 
 
What if I make up a reason that I think will convince the head teacher to authorise absence? 
Should the information given in your letter requesting absence be incorrect, any authorisation will 
immediately be withdrawn. Examples of this include attending a wedding or visiting sick relatives, 
spending time with a parent not living with the child, which turn out to be untrue. 
It is completely unacceptable to involve a child in such a lie: this causes immense stress for the child 
concerned, who of course knows it is wrong to not tell the truth. 
The end result is that a warning is issued as before, and you will be required to attend to a meeting 
and explain the real reason for the absence. 
 
Where can I find out more about the Gloucestershire Code of Conduct on Penalty Notices? 
This is the guidance that schools must follow, before a Penalty Notice may be issued to the parents of 
a child who attends a Gloucestershire school. A copy of this can be found on 

http://www.gloucestershire.gov.uk/schoolsnet/attendance The guidance also states when a 
Penalty notice will be given regarding unauthorised absences.  
What happens to my child’s attendance records when they change schools? 

                                                 
1 Each school day contains two sessions 

http://www.gloucestershire.gov.uk/schoolsnet/attendance


Attendance records, along with information about any Penalty Warning Notices etc. form part of your 
child’s formal records. These are passed on to secondary school, or to another primary school should 
your child change schools before the end of their primary education. 
All schools are expected to follow the same regulations with regard to their policy for attendance. 
 
Lateness 
The fomal school day begins at 8:45 am with the gate with the gate being closed at 8.50am.  Children 
who arrive after 8.50am are late, and must come into school to the office and report in. The lateness 
is recorded in the class register. Continued lateness will lead to the school contacting you to discuss 
the reasons for this with support and advice offered.  Children who arrive after 9:00am are considered 
absent, and recorded in the register with the reason for this accordingly. 
 
CME (Child missing in Education) 
We follow the guidance set down by Gloucestershire County Council 

http://www.gloucestershire.gov.uk/schoolsnet/article/114779/Children-missing-education 

http://www.gloucestershire.gov.uk/schoolsnet/article/114779/Children-missing-education

